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SOHORANDUM TOe  Acting Ghief,
iﬁ!liaf FE *
Chief, |
Chief, !
Chidef, trommpeeoe

FROM: Chief, Services Division
SUBJECTt Cheoklin: and Reviewiny of Haterial by Branches

1, Humsrous Jocuzents, letters, memoranduss, reporis, and other
material prepasred by the Dranches of Services pivision have been for-
warded %o this effice for signalure, approval, or information, which
have had to be retwmoed to the originating activity for corrsction oY
rewriting due to inaccurate inforwation, incorrect arithmetical compus
tations, incorrect titles of Individuals and arganizat&.onfgimts, spell-
ing, grammar, omlssions, or other reasons. This is an indication of
railure on the part of Sranch Chiefs to review and check the work of
their subordinates to insure correctness of information prier to
submission,

2., In the fature, each Sraneh Chlef is directed lo review all
documents or materisl for accuracy of information contained therein
prior to submission to this office, and that he take such internal
sction a5 he deems nocessary to instruct employeos under his juris-
diction Lo cxercise greater care in compilinz and preparing such
Jotusents or material, This will ensble personnel of this immediate
office to devoie considersbly more of their time to other duties for
which they are responsible,

3. Corrective action will be taken immediately and repeated ”

-

errors will be reflected in marking elament io, 25 of future efficiency P

ratings of the employees concerned,
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